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MEMORANDUM

TO: Comprehensive Data Base Guidelines Users
FROM: Charles McGrew, Director, Information and Research
DATE: August 15, 2005

SUBJECT: Summary of Changes for 2005/06 Reporting Guidelines

The 2005/06 edition of the Reporting Guidelines has limited new items and definitions,
changes to existing items, and deletions of reports. All dates have been updated for the
2005/06 reporting year.

New Items

A new report “FD-21 Endowment Match Program Outcome Measures Report” was added to the
Finance section. Institutions have been submitting this data on an ad hoc basis and the standard
report has now been added to the 2005/06 edition.

Beginning sometime this year, the end of term Type 2 course files will be submitted with final
grades after the end of the terms. A copy of the layout is included for your information. The term
when this will start and dates for submission are still being discussed. We will issue an update
when these issues are resolved.

Changes to Existing Iltems

The Data Access Policy has been replaced with the new policy that was approved by the
Council on March 21, 2005.

The multiple degree code has been deleted from the second major in both the Enroliment
Report and the Degrees and Other Formal Awards Report.

The Student Feedback File layout was clarified to show just one byte for the zero GPA field.
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Memorandum
Page 2
August 15, 2005

Deletions from the Previous Edition

No reports have been removed for 2005/06.

Future Updates

The Key Indicator definitions that were used with the 1998 — 2004 key indicators have been
removed. 2005 — 2010 Public Agenda key indicators and definitions will be made available
later this year as soon as they are confirmed.

| appreciate your input that continues to improve the usefulness and clarity of the Reporting
Guidelines. Please forward any additional comments or ideas to improve the data quality and

reporting process to the Council staff any time during the year.
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DATA COLLECTIONS SCHEDULE (TABLE FORMAT)

FALL/SPRING/SUMMER
August September October
1 Finance - FD13 1 Finance-Internal Operating Budget 15  Audited Financial Statement
1 Degrees 1  Finance - FD1B, FD2B, FD2BS, 15  HB 622 Compliance Report
1 Summer KET Telecourse FD10, FD16 (Budgeted) 15  Finance — FD1A, FD2A, FD2AS, FD7,
Enrollment 1 Finance — Appropriation Budgeted to FD9, FD11, FD12, FD16 (Actual),
15 Summer Enroliment Mandatory Programs FD17, FD18, FD-19, FD-20, FD-21
15 Course Inventory — Type C 1 Presidential Compensation 19  IPEDS Fall Data Collection
15  Tuition Waiver for Foster and Adopted 1 Summer Transfer Frameworks Closes
Children 7 IPEDS Fall Data Collection Opens
12 Estimated Fall Enroliment
15 Fall Enrollment Edit Updates (CPE)
November December January
1 Course Inventory — Type C 1 Student Athletes — IPEDS GRS 25  |PEDS Winter Data Collection Closes
1 Fall KET Telecourse Enrollment 1 Summer Degrees — IPEDS GRS 30  Spring Enrollment Edit Updates (CPE)
1  Fall Enrollment 7 IPEDS Winter Data Collection
1  Address File for Target Census Tracts Opens
1 CUPA Administrative Salaries 13 Fall Enrollment File Approval
15  Fall Transfer Frameworks 15 CUPA, Oklahoma State Faculty
15  Professional School Applicants Salaries
15  Facilities Building/Room Record 15 Facilities Utilization
15  Land Holdings
February March April
1 Supplemental Nonresident Alien 8  IPEDS Spring Data Collection Opens 15  Spring Transfer Frameworks
Faculty/Staff Survey 30 Course Inventory — Type C 19  IPEDS Spring Data Collection Closes
15  Estimated Spring Enrollment 30  Spring KET Telecourse Enrollment
30  Spring Enrollment
May June July
15  Summer Enrollment Edit Updates (CPE) 1 Student Feedback System
15 Licensure and Certification Exams

Report
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DATA COLLECTIONS SCHEDULE (LIST FORMAT)

FALL/SPRING/SUMMER
ACTIVITY DUE DATE CPE STAFF
August
Finance — FD13 August 1 Jonathan Pruitt
Degrees August 1 Martha Evilsizor
Summer KET Telecourse Enrollment August 1 Laura Orsetti, KET
Summer Enrollment August 15 Martha Evilsizor
Course Inventory — Type C August 15 Mike Bailey
Tuition Waiver for Foster and Adopted Children August 15 Charles McGrew
September
Finance Internal Operating Budget September 1 Jonathan Pruitt
Finance — FD1B, FD2B, FD2BS, FD10, FD16 (Budgeted) September 1 Jonathan Pruitt
Finance — Appropriation Budgeted to Mandatory Programs September 1 Jonathan Pruitt
Finance - Presidential Compensation September 1 Jonathan Pruitt
Summer Transfer Frameworks September 1 Mike Bailey
IPEDS Fall Data Collection Opens September 7 Charles McGrew
Estimated Fall Enrollment September 12 Martha Evilsizor
Fall Enrollment Edit Updates (CPE) September 15 Mike Bailey
October
Audited Financial Statement October 15 Jonathan Pruitt
HB 622 Compliance Report October 15 Jonathan Pruitt
Finance — FD1A, FD2A, FD2AS, FD7, FD9, FD11, FD12, FD16 (Actual) October 15 Jonathan Pruitt
FD17, FD18, FD19, FD20, FD21
IPEDS Fall Data Collection Closes October 19 Charles McGrew
November
Course Inventory — Type C November 1 Mike Bailey
Fall KET Telecourse Enrollment November 1 Laura Orsetti, KET
Fall Enrollment November 1 Martha Evilsizor
Address File for Target Census Tracts November 1 Mike Bailey
CUPA Administrative Salaries November 1 Martha Evilsizor
Fall Transfer Frameworks November 15 Mike Bailey
Professional School Applicants November 15 Charles McGrew
Facilities Building/Room Record November 15 Sherron Jackson
Land Holdings November 15 Sherron Jackson
December
Student Athletes — IPEDS GRS December 1 Mike Bailey
Summer Degrees — IPEDS GRS December 1 Mike Bailey
IPEDS Winter Data Collection Opens December 7 Charles McGrew
Fall Enrollment File Approval December 13 Charles McGrew
CUPA, Oklahoma State Faculty Salaries December 15 Martha Evilsizor
Facilities Utilization December 15 Sherron Jackson
January
IPEDS Winter Data Collection Closes January 25 Charles McGrew
Spring Enrollment Edit Updates (CPE) January 30 Mike Bailey
Eebruary
Supplemental Nonresident Alien Faculty/Staff Survey February 1 Martha Evilsizor
Estimated Spring Enrollment February 15 Martha Evilsizor
March
IPEDS Spring Data Collection Opens March 8 Charles McGrew
Course Inventory — Type C March 30 Mike Bailey
Spring KET Telecourse Enrollment March 30 Laura Orsetti, KET
Spring Enrollment March 30 Martha Evilsizor
April
Spring Transfer Frameworks April 15 Mike Bailey
IPEDS Spring Data Collection Closes April 19 Charles McGrew
May
June
Summer Enrollment Edit Updates (CPE) June 15 Mike Bailey
July
Student Feedback System July 1 Charles McGrew
Licensure and Certification Exams Report July 15 Martha Evilsizor
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Council on Postsecondary Education
Data Access Policy

Section 1: Purpose

This policy establishes the principles related to collection, maintenance, use, analysis, and
dissemination of data and information gathered and maintained through the Kentucky Council on
Postsecondary Education (CPE) comprehensive database system and by the Kentucky Virtual
University, the Kentucky Virtual Library, and the Kentucky Adult Education system.

Section 2: Statutory Authority
KRS 164.020, KRS 164.095, and KRS 164.283
Section 3: Background

The CPE maintains and manages a unit record database containing public and private higher
education institutional data used by the CPE for state and federal reporting, policy analysis, and
decision-making. This database is referred to as the comprehensive database system.
Additionally, the Kentucky Virtual University and the Kentucky Virtual Library collect
information necessary to register and enroll students. The Kentucky Adult Education system
maintains separate databases that support adult education programs throughout the
Commonwealth.

The data and information collected through the comprehensive database system and for the
Kentucky Virtual University, the Kentucky Virtual Library, and the Kentucky Adult Education
system also can be integrated with other data sets, such as K-12 student information, student
financial aid, public health, and employment information in support of improvements to
instruction, to measure performance within the system, and in support of postsecondary
education reform.

The CPE protects all data and information in accordance with the Family Educational Rights and
Privacy Act (FERPA) and applicable state laws. Where information contains data on individual
students, it is subject to both privacy and confidentiality procedures.

Section 4: Definitions

A. “Confidentiality” means how personally identifiable information collected by an
authorized agency is protected and when consent by the individual is required.

B. “Council,” “Council on Postsecondary Education,” or “CPE” refers both to the agency
established in KRS 164.011 and to the staff of the agency employed pursuant to KRS
164.013.

C. “Directory information” means information contained in an education record which

would not generally be considered harmful or an invasion of privacy if disclosed to the
public. It includes, but is not limited to, the student’s name, address, date and place of
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birth, field of study, dates of attendance, degrees and awards received. Individuals
requesting directory information contained in college and university files held by the
Council will be referred that institution.

D. “Education records” means those records directly related to a student and maintained by
an educational agency or institution.

E. “Family Educational Rights and Privacy Act” or “FERPA” means the federal law
codified at 20 U.S.C. 1232g and its implementing regulations found in 34 C.F.R. Part 99.

F. “Legitimate educational interest,” for purposes of this policy, is an endeavor that furthers
the understanding of educational practices, methods, and/or theory through formal,
accepted research practice.

G. “Personally identifiable information” means information contained in an education record
such as a personal identifier, characteristic, or other information that would make a
student’s identity easily traceable.

H. “Privacy” means the right of an individual to have personal information adequately
protected to avoid the potential for substantial harm, embarrassment, inconvenience, or
unfairness.

l. “Research” means a formal investigation designed to develop or contribute to general
knowledge.

J. “Third party” is a party other than the institution who provided the data to the CPE and
the CPE to whom data is provided.

Section 5: Policy
A General

1. This policy shall apply to all data and information created, collected, and maintained
by or for the CPE, whether in electronic, paper, or other format.

2. Data collected and maintained by the CPE shall be managed in a manner that supports
the improvement of education in Kentucky consistent with the goals of the
Postsecondary Education Improvement Act of 1997 and the Adult Education Act of
2000. The CPE shall promote access to and dissemination of information that
improves the education-related decisions of parents, teachers, administrators,
policymakers, and educational stakeholders as well as the general public.

3. Where access to personally identifiable information is restricted by federal or state
law, the information shall be processed (e.g., aggregated, summarized, or
characterized) to provide access while meeting the requirements for restriction.

4. This policy will adhere to restrictions on the releases of personally identifiable
information identified in the FERPA, 20 U.S.C. 1232¢, and KRS 164.283.



5.

Data access provisions may change if mandated by federal statute, state law, or
administrative rules. The CPE may, at its discretion, propose changes in the data
access policy but the new rules shall not apply to data or information collected under
the old policy unless proper notice has been given.

The release of directory information shall be in accordance with the institutional
definition of directory information.

Security Requirements

1.

Security includes measures to ensure that records are not lost, stolen, vandalized,
illegally accessed, or otherwise rendered useless. Since the data are stored on
computers, it is essential that there be a high level of protection that provides integrity
and availability commensurate with the level of risk and magnitude of harm.

Data, copies of data, and all reports containing personally identifiable information
shall be maintained in a secure environment to prevent unauthorized access. A secure
environment includes any electronic media, personal computer, server, or network on
which the data reside. Compliance with these security requirements by third parties
may be monitored by unannounced, unscheduled inspections of the data user’s work
site by the CPE staff or designated representatives.

Private or confidential data on an individual shall not be created, collected, stored,
used, maintained, or disseminated for any purpose other than for the stated purpose.

Disclosure in summary reports is designed to protect an individual’s identity. In cases
where a data set includes only a few individuals, the general practice is to report on
no group smaller than six individuals.

Data will be disclosed to a third party only where the CPE is satisfied that the third
party agrees to these conditions:

a. The party to whom the data are released does not disclose the information to any
other party.

b. The data are protected in a manner that does not permit the personal identification
of an individual.

c. The data are used solely for the purpose requested.

d. The data are destroyed when no longer needed for the purposes under which the
disclosure was granted.

If the CPE provides personally identifiable information to a private person or third
party in order to perform any CPE functions, the CPE shall require that the third party
sign a confidentiality agreement that protects the data.



7. Private or confidential data will not be released to the public or to a third party except
under the following circumstances consistent with federal regulation 34 C.F.R. Part 99:

a.

To staff of the postsecondary education institutions who have released the data to
the CPE.

To an authorized court of competent jurisdiction and then only to comply with a
subpoena or court order, under federal regulation 34 C.F.R. Part 99.31(a)(9)(i)
and (ii).

To honor a request from a judicial order or an authorized law enforcement unit
where a subpoena has been issued as provided for in 34 C.F.R. Part
99.31(a)(9)(i1)(B). A law enforcement unit refers to all state and local prosecution
authorities, all state and local law enforcement agencies, the Kentucky
Corrections Cabinet, and probation officers who are part of the Judiciary.

To educational officials in connection with an audit or evaluation of a federal or
state supported education program, under federal regulation 34 C.F.R. Part
99.35(a).

To appropriate parties in connection with an emergency if such knowledge is
necessary to protect the health and safety of the student or other individuals, under
federal regulation 34 C.F.R. Part 99.36(a).

When a requestor demonstrates a clear legitimate educational interest as
evidenced by the data request form, a review by the CPE of the data request form,
and approval of the request by the CPE president.

C. Conditions for Access

1. Access to personally identifiable data is restricted by limiting who can view the data
and for what purpose. There are four access levels, each of which is consistent with a
specific educational purpose as defined in federal regulation 34 C.F.R. Part 99.

a.

Level 1 allows authorized CPE staff to read and write to all records and fields in
the database. This access level extends to a minimum number of authorized staff
members who operate or manage the comprehensive database system or are
responsible for maintaining the accuracy and security in the performance of their
duties.

Level 2 allows researchers, education groups, and other parties who express
legitimate educational interests to read all records and fields in the database to
further the understanding of educational practices, methods, or theory that would
be expected through acceptable research practice. Level 2 access will be granted
only after approval of a data request form. The CPE will notify institutions when
a level 2 data request has been approved for a third party.

Level 3 allows disclosure of individual records without personally identifiable
information.
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d. Level 4 allows summaries of data only. The CPE generally will block aggregate
results when fewer than six students might be disclosed. An exception to this
general rule might be where a court or the U.S. Department of Education requires
special reporting.

Researchers, education groups, and other parties who express legitimate education
interests in using personally identifiable data shall submit a data request form that
explains what data are requested and how the data are to be stored, used, maintained,
disseminated, and ultimately destroyed.

In considering a request for access to data in the comprehensive database system, the
CPE staff will assess:

a. Whether access is permitted by state or federal law.

b. Privacy concerns.

c. Security procedures available to and practiced by the requestor.

d. Availability of staff to monitor the data release.

e. The perceived benefits of the research.

f.  Where applicable, whether an appropriate campus human subjects review board
or committee has reviewed the proposal and has approved or endorsed the

proposal.

. A copy of any analyses or reports created with the CPE system data shall be provided
to the CPE.

Release of data to a third party is subject to approval by and at the discretion of the
president of the CPE unless federal or state law requires disclosure.

Completed requests will be reviewed and a response provided in an appropriate
manner. In the event a request is rejected, specific reasons shall be given and, if
appropriate, may include information concerning possible alternatives.

Requests shall be rejected if information on the application form is incomplete.
The CPE will maintain a record of all requests for confidential and private data and of

all requests approved by the CPE including the date, nature, and purpose of the data,
and to whom the data were made available.

Prohibitions

1. Commercial use of data obtained under such a request is prohibited.
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2. All data remain the property of the CPE and the use of the CPE data is restricted
solely to the purpose contained in the agreement.

3. Data may not be shared or distributed to individuals or groups who are not part of the
original agreement; all copies of the data must be destroyed when the researcher
completes the analysis or report.

Penalties

1. Ifitis determined that personally identifiable information was disclosed in violation
of this policy, the party shall not have access to any CPE data for five years.

2. All violations will be reported to the appropriate federal and state enforcement
agencies. The federal Privacy Act of 1974 states that disclosure of individually
identifiable information in any manner to any person or agency not entitled to it shall
be guilty of a misdemeanor and fined not more than $5,000.

Requests by Individuals to Examine Their Personal Data

Upon request of individuals under Section 552a(f)(1) of the Privacy Act of 1974 or 34
C.F.R. Part 99.20 of FERPA to gain access to their records contained in the CPE
comprehensive database system, the CPE will provide a copy of all or any portion in a
comprehensible form and will consider requests, in consultation with the appropriate
institution, to amend the record.

Certification:
Thomas D. Layzell

Original Approval:

Amended:
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COMMONWEALTH OF KENTUCKY

COUNCIL ON POSTSECONDARY EDUCATION

DATA REQUEST FORM

Release of data is subject to approval. For consideration, please provide the following
information. For dissertations and campus-based research projects, please provide approved
research prospectus and documentation of approval or exception from the appropriate
committee to review human subjects research.

Contact information

Name:

Title:
Organization:
Department:
Phone number:
E-mail address:

How will the data be used? What is the purpose of the request?

What data are needed?

Date needed

Identify preferred mode of output (ASCII, Excel, hardcopy)
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COMMONWEALTH OF KENTUCKY
COUNCIL ON POSTSECONDARY EDUCATION
NONDISCLOSURE AGREEMENT FOR THE USE OF INDIVIDUALLY
IDENTIFIABLE INFORMATION PROTECTED UNDER THE PRIVACY ACTS

I, , hereby acknowledge that | fully understand the relevant laws,
regulations, and policies concerning access, use, maintenance, and disclosure of confidential
information and/or records which shall be made available to me. | further acknowledge that the
relevant state and federal statutes and regulations have been made available to me. By signing
this agreement, | acknowledge that all individually identifiable information must be eliminated at
the conclusion of the research project in a manner agreeable to the CPE.

I will not:

- Use or reveal any individually identifiable information for any purpose other than statistical
purposes specified in the Data Request Form.

- Make any disclosure or publication whereby a survey respondent could be identified or the
data furnished by or related to any particular person can be identified.

Signature:

Date:

Address:

Approval Level

Authorizing Signature
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Instructions for Sending Encrypted Data Files

1. WinZip 9.0 provides an encryption function and is available at www.winzip.com.
If the files are to be sent via CD, then there is no need to password protect the
files.

2. Encrypt a file or a number of files using the 256-compression strength with a
password. Before sending the files unzip them to make sure the data are readable
and complete.

3. Use any FTP client such as WS-FTP or LEECH FTP to access the institutional
folder on the CPE FTP site at kyftp.ky.gov. Email mike.jones@ky.gov to request
a username and password.

4. Use the format FTP://[username]:[password]@[hostname] to connect to the site.
Example: ETP://[FTPUK:TestPw000@kyftp.ky.gov. Place the zipped password
protected file on your respective CPE FTP folder and email the information staff
informing them what data files, (fall, spring, or summer enrollment, degrees,
utilization, etc...) have been placed there and what the password is.

5. Once the edit program has been run against the data files, the results will be
zipped up with the same password and placed on the FTP site for your corrections
to be made. The info staff will send you an email notifying you the edits are
ready for you.

7/16/2005
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Estimated Enrollment

Fall 2005
Spring 2006




DUE DATES:
Fal: September 12 Spring: February 15

ESTIMATED ENROLLMENT

General Instructions

Report estimated full-time, part-time, and total headcount enrollment on the official CPE
enrollment reporting census date (last date which a student may add a course for credit).
Include any estimated enrollment from short-term courses beginning after the census date. The
estimated enrollment should be reflective of the total anticipated enrollments to be submitted to
the Council in the official reports for fall (in November) and spring (in March).

Semester:  Fall Spring

Institution

FICE Code Census Date Used

Estimated Headcount Enrollment
Undergraduate ~ Graduate Professional House Staff Post Docs Total

Full-
Time

Part-
Time

Total

Signature of
Respondent

Title of Respondent

Telephone
Number

Return this form on or before September 12 (fall) and February 15 (spring)
to the Council on Postsecondary Education
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Enrollment

Fall 2005
Spring 2006
Summer 2006




DUE DATES:
Fal: November 1 Spring: March 30
Summer: August 15

ENROLLMENT
FALL/SPRING/SUMMER

General Instructions

The fall/spring enrollment files and the summer (the academic period between the close of the spring
semester and the beginning of the fall semester) files should include enrollment in all courses (day,
evening, off-campus, and distance education) for which semester hour credit is granted or regular
academic courses carrying zero hours credit except for zero credit hour laboratories associated with
lectures if laboratory and lecture are assigned identical course IDs. For each fall term, spring term, and
summer term, Type One (student), Type Two (course), and Type Three (class) records should be
included for each of these courses. All summer terms must be combined into one submission, which,
as with fall and spring submissions, is to include one Type One record per student with appropriate
Type Two and Type Three records. For all full-term courses, the data are to be the net enroliment as of
the last date of the reporting period which students may add a course for credit (census date). This date
must agree with the official university calendar. All enroliment transactions initiated on or before the
census date should be processed and reflected on the file. Exclude students who have withdrawn on or
before the census date, have not paid, or have not made arrangements with the business office for
payment of tuition and fees.

Include short-term courses beginning after the effective cut-off date. For each short-term course, an
individual cut-off date should be established. These dates, based on length of course, should be
prorated consistent with the institution's policy for full-term courses.

Do not include enrollment in zero credit hour laboratories associated with lectures if laboratory and
lecture are assigned identical course IDs, noncredit courses, noncredit workshops, continuing education
unit courses, or other courses for which regular semester hour credit is not granted. Do not include
enrollment in classes that did not materialize, were canceled, or otherwise not in fact offered. Do not
report enrollments from previous semesters.

Type One (Student) Record:

1. Century — In compliance with year 2000, on the Type One Record indicate the century in which
the student was born by reporting in columns 101 and 102 a ‘19’ or ‘20.” Also, indicate the
century in which the student graduated from high school by reporting in columns 103 and 104 a
‘19’ or 20.°

2. County of Origin - If a student's state of origin is Kentucky, also indicate his county of origin.
Also report the appropriate county of origin from Table 5-B for students under a Council on
Postsecondary Education reciprocity agreement. Reciprocity origin should take precedence over
origin based on legal residence at time of first admission. The county code for all other non-
Kentucky or non-waiver students should be coded 000.
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3.

Declared Major or Program Prefix — For all students, report the appropriate declared major or
program prefix code from Table 15.

a. Post-doctoral students and students with a nondegree major are to be
reported with an "N" in the major prefix code.

b. An undergraduate major prefix code should be reported for the not
designated, undecided, undeclared student. If a specific level is not known,
report "U" for major prefix code. Students reported with a "U™ major prefix
will be subject to the PCC requirements.

c. Report program prefix “T” for KCTCS students enrolled in workforce training
programs (enrollment only).

Declared Major - The declared major or program must be consistent with the institution's
degree program inventory. Use only those codes listed in that inventory. (See Tables 16-B and
17.) Report the student declared major or program for all students except those who are not
permitted, by official institutional policy, to declare a major. Students who are not permitted, by
official institutional policy, to declare a major shall be coded as baccalaureate degree students
with an undeclared major prefix (code U). Students who have declared intent to major in a
program with selective admissions or limited enrollment are to be reported with their declared
major or program.

a. Post-baccalaureate nondegree, undergraduate nondegree, graduate
nondegree, first-professional nondegree, and high school students enrolled
in postsecondary level courses should be assigned the 90.0000 nondegree
code.

b. For students declaring a double major, report the first major in columns 81-
89 and the second major in columns 90-98.

c. Students without an RN who intend to complete a baccalaureate nursing
(generic) program should be reported with the declared major 51.1601.01 -
Nursing (RN Training). Students with an RN who intend to complete a
baccalaureate nursing (completion) program should be reported with the
declared major 51.1601.02 - Nursing, General (Post - RN).

FICE Code of Sending Institution - Report the FICE code of the sending institution for each
first-time transfer student from a Kentucky institution. For each first-time transfer student from
an out-of-state institution, report the code of the state, territory, or foreign country of the sending
institution. Institution and state codes are listed in Table 9.

First-Time Student - The student is to be identified as a first-time student if she has graduated
from high school and has not previously earned credits in the degree level for which she is
enrolled unless the credits were earned before graduation from high school. A student should be
reported as a first-time student only for the term in which she first enrolls. For example: A
student attending a postsecondary institution for the first time in the summer should be reported
as a first-time student on the summer enrollment.

a. DO NOT report current high school students